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University of Birmingham Multi-Faith Chaplaincy

Events and Activities Fund Grant Application Form
Grants are awarded by Chaplaincy Committee.  Please read the ‘Events and Activities Fund Guidance Notes’ for advice and to check the eligibility of your event/activity before completing this form. 
	Society details

	Society’s name
	

	Official number of members
	

	Frequency of meetings 
(per week, month, term or academic year)
	

	Average attendance at each meeting
	


	Applicant details

	Name
	

	Position in society
	

	University ID number
	

	Email address
	

	Phone number
	

	Term time address
	


	Event/activity details

	Description of event/activity
	

	Aims of the event/activity
	

	Date of event/activity is taking place
	

	Full details of all organisers, including details of any external organisations involved in the event/activity
	

	Expected number of participants/attendees 
	

	Attendees/participants details (e.g. society members, people across campus, members of the wider community)
	

	Please provide information detailing the reasons this application should be funded. Please refer to the funding criteria and your group’s aims and objectives.
	

	Please list any supporting documents you are attaching with the application form.
	


	Costs

	Total expected cost of event/activity
	£

	Breakdown of total cost
	Transport:
	£

	
	Accommodation:
	£

	
	Food:
	£

	
	Special activities
	£

	
	Speaker fees:

(please ensure procedures for inviting speakers has been followed)
	£

	
	Other costs:

(please detail)
	£

	Participant costs
	Total cost for each participant
	£

	
	Amount each participant will contribute:
	£

	Amount of funding received from any other sources for this event/activity
	£

	Total amount society is contributing
	£

	Total amount requested from the Events and Activities Fund
	£


	Undertakings

	If the request for funding is successful (in full or in part), within two weeks of the event/activity I/or the society’s committee will:

· Make receipts and/or other proof of expenditure available in relation to all costs listed above.
· Submit a written report for Chaplaincy Committee, using the standard report template.


	Signed:
	Date:

	Name:


Payment of funds

Please note that funding, if agreed, will be paid by bank transfer.  In the case of Guild societies, this will be paid to their Guild account; for non-Guild societies this will be to a bank account of their choice.  Non-Guild societies must complete a University of Birmingham Payment Voucher (available from the Committee Secretary) with their bank details; if multiple individuals are to be paid, a separate claim form will need to be completed by each individual.  Once the Payment Voucher has been signed by the Chair of Chaplaincy Committee and processed by the Finance Office, the funds will then be transferred.
In all cases, original receipts as proof of expenditure must be provided to cover the full amount to be paid.

Completed forms should be submitted to:
Chaplaincy Committee Secretary
Multi-Faith Chaplaincy
University of Birmingham

B15 2TT
Tel: 0121 414 7000

Email:  a.ferranti@bham.ac.uk
Supporting statement from Full-Time Chaplains
	Please recommend whether this event/activity should be funded (in full or in part) and why:

	

	Amount of funding recommended:
	£

	Signed:

(on behalf of full-time chaplains)
	Date:

	Name:


Outcome of application
	Decision of the Committee / Chair:

(delete as appropriate)
	Funding approved 

Funding refused
	Date:



	Amount of funding agreed:

	£

	Reason(s) for refusing request:

(if applicable)


	

	Signed:

(Chair of Chaplaincy Committee)
	Date:

	Name:


Follow up of payment – for office use only
	Society notified of decision:
	Date:

	Payment authorisation completed:
	Date:

	Signed:

(Committee Secretary)
	Date:

	Name:

	Payment completed:
	Date:

	Date receipts/proof of expenditure and report due:


	Date:

	Date receipts received:

	Date report received:
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